State of Georgia
Record Series Profile
Records Retention Schedule

Application #:  980901-01 Sheet: 1 06f1
Scf;edule # 74-0011A
Effective Date: 09/01/98
Supersedes Schedule #: 74-0011A

Effective Date: 3/20/97

Agency Code: (484
Agency: Department of Transporiation
Creating Office: Administrative Division
Series/Title Dates: Bulk Petroleum Cost Accounting File, 1971 - [Ongoing]
Access: Open
Class: Individual

Function Documented.

Maintaining records of the distribution of petroleum from the
Department's bulk petroleum stations.

Consists of:  Bulk petroleum invoices and bulk petroleum issue summary
report
Arrangement. Numerically by bulk petroleum station number.
Media: Paper
Retention
Requirements: Federal Law: Three (3) years (FHPM Vol 1, Chapt. 6, Sect. 2)

Disposition Instructions:

Cut off at the end of each fiscal year:

District Offices, Office of Equipment Management, and
Maintenance Activities Unit:
Transfer to local holding area;
Hold three (3) years after fiscal year in which created,
Destroy. -

Note: These files may not be destroyed until all audit questions
are resolved.

Cost Accounting Unit:
Transfer to State Records Center;
Hold three (3) years after fiscal year in which created;
Destroy.

This record series profile gives the records retention plan and disposition instructions approved
by ;e State Records Committee for the named record series by the named creating offices.

Wt pon— 1/4(4¢
Edward Weldon Date
Secretary of State Designee

C:\Electronic\Approved\74-0011A.wpd-Sept 1, 1998




970221-02

State of Georgia
Record Series Profile
Records Retention Schedule

Application #: _ Sheet: 10f1
Scheaule # 74-0011A
Effective Date: 03/20/97
Supersedes Schedule #: 74-11A
Effective Date:  10/09/05
Agency Code: 0484
Agency: Department of Transportation
Creating Office: Administrative Division
Series/Title Dates: Bulk Petroleum Cost Accou'nting File, 1971 - [Ongoing]
Access: Open
Class: Individual

Function Documented:

Consists of:
Arrangement:
Media:

Refention
Requirements:

Disposition Instructions:

Maintaining records of the distribution of petroleum from the
Department's bulk petroleum stations.

Bulk petroleum invoices and bulk petroleum issue summary report
Numericaily by bulk petroleum station number.

Paper

Federal Law: Three (3) years (FHPM Vol 1, Chapt. 6, Sect. 2)

Cut off each June 30 and December 31:
District Offices, Office of Equipment Management, and
Maintenance Activities Unit:
Transfer to local holding area;
Hold three (3) years after fiscal year in which created;
Destroy.

Note: These files may not be destroyed until all audit questions
are resolved. :

Cost Accounting Unit:
Transfer to State Records Center:;
Hold three (3) years after fiscal year in which created;
Destroy.

This record series profile gives the records retention plan and disposition instructions

approved by the State Records Committee for the named record series by the named creating

Oﬁ?muw( Wl dann_ '3/;;/47

Edward Weldon ' Date
Secretary of Stale Designee

ANT4-001-1.WPD-July 10, 1997




Schedule #74-11A
Approved 10-9-85

BULK PETROLEUM COST ACCOUNTING FILE

t

Approved disposition instructions for schedule 74-11A should be amended as follows:

The card copy will be filed by the office responsible for the CAMS data entry for the
following offices and units.

District Offices, Office of Equipment Management, Maintenance Activities Unit
and the Cost Accounting Unit.

All of the above office except for the Cost Accounting Unit should follow the following
disposition instruction:

Cut off monthly accumulation each 6-30 and 12-31 then transfer to local area; hold
3 years after fiscal year in which created; then destroy. Note: These files may not
be destroyed until all audit questions are resolved.

Cost Accounting Unit: Cut off monthly accumulation 6-30 and 12-31 then transfer

to State Record Center; hold 3 years after fiscal year in which created; then
destroy.

NOTE: These files may not be destroyed until all Audit questions are resolved.

| Date: 2 "/3-?7

Office Head: .

Records Management Analyst: 7780 e & 7;”" Date: R27& 77
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APPLICATION FOR RECORDS RETENTION SCHEDULE | 05 Fics OF T oo AND 1ty ORY
RECORDS MANAGEMENT DIVISION

INSTRUCTIONS: See Publication No. 76—RM—1 for instructions on completing this form. Forward signed original to
Department of Archives and History, Records Management DNlSlGﬂ. 330 Capitol Avenue, Atlanta, Gaornﬂ. mﬂ
Attention: Scheduling Section, _ -

FOR AGENCY USE 1. Agency Address ‘ FOR RECOADS MANAGEMENT USE

Application Date Department of Transportation ' Application Number ]
No. 2 Capitol Square 7’4"”"‘A
‘ | ey Atlanta, Georgia 30334- 1002 Dewe Avcoed Dot Comptrid
AUG 61085 | OCT 9 1885
2. Person to Contact Working Title Telephone Number
Annette Mitchell - Principal Accountant 656~-5256

3. Action Requested
a. [O Establish Retention Schedule; record will continue to accumulate.

b. [ Dispose of present accumulation; no further accumulation anticipated, .
e. XX Amend Application No. ___74-11A  __ Check One: D Change; [0 Supercede; D Void

(4 Dates of Series 5. Records Secies Title {followed by title used in office, f diffesent)
§ Earliest Latest :
1971 | to date Bulk Petroleum Cost Accounting File
§. Division and Office Function What is the function of the Division and the Office in which this record series is created?

DIVISION OF ADMINISTRATION PROVIDES STAFF SUPPCRT TO THE DEPARTMENT IN THE AREAS OF
GENERAL ACCOUNTING; AUDITS AND FiSCAL PROCEDURES; PERSONNEL AND TRAINING; CONTRACTS
PROCUREMENT AKD ADMINISTRATION; EQUIPMENT CORTROL; PURCHASING; COST ACCOUNTING;
GENERAL FILES; RECORDS MANAGEMENT; DEPARTMENT BUDGET; SAFETY RISK OPERATIONS AND
TELECOMMUNICATIONS; INVENTORYAND WAREHOUSE CONTROL; LEGAL AFFAIRS AND TOLLWAYS. )

GENERAL SUPPORT SERVICES IS RESPONSIBLE FOR CONTRACT PROCUREMENT AND ADMINISTRATION;
EQUIPMENT CONTROL; PURCHASING; COST ACCOUNTING; GENERAL FILES; RECORD MANAGEMENWT;
DEPARTMENT BUDGET; SAFETY AND RISK OPERATION; TELECOMMUNICATIONS; HEATING AND AIR
CONDITIONING; WAREHOUSE; LEGAL AFFATRS AND TOLLWAYS.

COST ACCOUNTING RESPONSIBLE FOR VEHICLE COST AND INVENTORY CONTROL.

7. Record Series Description This file contains the following documents {include form numbers and titles, if any):

Attach samples of the file. - . :
Malnt:rnlng record’s ‘of the distribution of Petroleum from the

Documents relating to: ‘ .
" Department's bulk petroleum stations.

Included are: Bulk petroleum invoices and bulk petroleum issue Summary report.

File is arranged: Numerically by bulk Petroleum Station number.

8. Monthly Reference Rate How often are records referred to which are:
One to six monthsold 8 _: Seven to twelve months old __> : Thirtsen 10 twenty-four monthsold 1 _;
twenty-five monthsandolder 7
19. Annual Rate of Accumulation of Records _
1 Lettersize drawers 48 legalsizedrawers________ :Shelves ; Other (specify)

A

N AR-50-71. Rev. 76 o ] - /




ves | NO | 10. Questionnaire  (Place an “X" in the proper column) ]
. §s this the official copy of the series? 3
X H not, where is it?_ .
x | b. Does the series contain confidential information nqusmg security handting? #f yes, cite law or ruguhtion.
X c. Is this s vital m:ord? ' i
X d. Does this series have historical or !or_m term research value?
X | & When one or two documents in the file make it necessary to keep the entire file for 8 long period, could these
_documents be scheduled separatety?
) meummmww
- g. Is the information contained in this series ever analyzed and/or_recorded in a summarized report?
; if yes, sttach copy,
h. Is there a duplication of this series in your office, or in snother office or agency?
X H yes. where? District Office
; X | i 15 this series for » major portion of iz} reqularly microfilmed?
: X i Does the record serjes result in a computer printout?
11. Retention Reguirtaments The following requires the series to be kept:
: a. State Law years. d. Audit period 3 vears.
b. Statute of limitation yaars. 9. Administrative need —3 . years,
c. Federal law 3 _years. . Federal retention instructions years.

Federal Law requires related Cost Accounting records must be retained 3 years after
" Attach copy or excert of laws or regulations. Explain administrative need.

fiscal or calenda;- year in which the file was created.

FHPM Volume 1 Chapter 6 Section 2

12, Approved Disposition Instructions This agency recommends that the file series be cut off at the end of each:

O Calendar Year; O Fiscal Year; B Other _Cut off monthly accumylafion
each 6-30 and 12-31 then

et

O Holdin the ¢urrent filesarea _________monthis) __________ year{s); then
DO Transfer to local holding area; hotd ____________year{s); then

DO Transfer to State Records Center;hold . _yearl(s); then

O Destroy. .

O Transfer to State Archives for permanent retention.

3 Other (Specify)

Office of General Support Services file: Upon completion of editing, balancing and
posting to ledger, transfer eachmonthly accumulation to local holding area; cut off
monthly accumulations each June 30 and December 31; then transfer to State RecordsCenter;
hold 3 years after fiscal year in which created; then destroy. NOTE: These files i
may not be destroyed until all audit questions are resolved.

District Offices Copy: Cut off file at end of each fiscal year; hold in current files
area 1 year; then destroy.

These instructions apply to all prior and future accumulations of the series.

He ture) Date Records Management Officer (Signature) Date
L fores ?%A N 7-31-P 770k _Luck Dot

State Records Committes (Signansre) ‘Dete
commendatlons in para- - E , |}
graph 12 are approved. State Auditor/Designee W , @’ i(___

(M disapproved, sttach letter

of explgnation.} Secretary ﬁf State/Designee %MM# ﬂd 71

. Attorney General/Designee M@% - ) 7 4 / , ] =
_ _emEA v E. [ J——— . : : . ffig>u SH'L__ L . e Z : .

r

[T,




T . STATE
OF
. GEORGIA

2537/ 7 ,
7 Appllcohon for
RECORDS DISPOSITION STANDARD

OFFICE OF mng%g B STATE

DEPARTMENT OF ARCHIVES § HISTORY
RECORDS MANAGEMENT DIVISION

]_ Applicalion Daie

N 2. Agency Application N‘ .

—

INKTRUCTIONS: See separsle isslructions jer oempletion of
frant aml reverse of this form. Sige eriginal and two coptes
and forward to Departmert of Avchives amd History. Attentlon:

Records Management Odficer.

ITRY S P

O

eidonidoerd

m mmmwm MON USE
Duis Recelved

WA 12 1975 .nm 10 19

An'lk'tﬂ_ Ne. D-ie Complried

3 AGENCY, Divigicn. Suldivision 3

Administering Office Address
Departrent of Transportation
Division of Administration

Office of General Suppori Serviees
Atlanta, Georgia

. u S
Annette Mitchell

——
7. ACTION REQUESTED
x]

ESTABLISH DISPOSITION STANDARD;
RECORD WILL CONTINUE TO ACCUMULATF_

L]

BT

TERTE Y

m
8. Earliest & Latest Dates of Series

9 Exact Senes Title

Working Title | 6. Tl No. -
| *accounting Asst. I 656-5256____|

TO AMEND APPLICATION NO. Th-11

DISPOSE OF PRESENT ACCUMULATIONS
NO FURTHER ACCUMULATION ANTICIPATED.

1971 -= to Date Bulk Petroleum Cost Accounting Fil_e

m What is the function of the office in which this récord series is created

The Division of Adminisgtration provides staff support to the Departwent in the areas

of general accounting, audits and fiscal procedures, personnel and training, contracts
B procurenent and administration, equipment control, purchasing, inventory and warehouse

control, general files, records mansgement, Department budget and air travel service,

11. This file contains the foilowing documents {include form numbers and titles, if any'.' and file amangefhent):
Documents relating to: Maiﬂ*téin’i’ng ¥ecords of the “distribution of ..
. petroleum from the Department s bulk petroleum statlons.

Included are bulk petroleum invoices and bulk petroleum issue sumary report.

File is arranged:

" Numerically by ‘bulk -petraleum:'stati»dh numbey. <.

ATTACH SAMPLES OF THE FILE

o e st b meem e

112 BRUIPMENRT OCCUPIED No. of Dyawars | Ca. Ft. of Recesds Ilu.dnnm Cu. FL. ol Mesords
: b ANNUAL RATE OF ACCUMULATION 3
Lather-atze rne Drawers 10 15 1"8 .
§ In Officels) Ia Storage Arests)
Lagaksize File Drawers . mmm(nme) 12 50
. " N A R
H ‘ ) (] (1
Record Center Boxes 140 e —
- B AVERAGE DAILY REFEAENCES lb :
- ; | '\\. = - [ ‘\: T ~ - "__‘ s 1 - -
; - % QW N v Ty I
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24, REQU!REMENTS The‘followmg requites ‘the files to be kept - ° Tl y!ars- T ellIUoonnin o ltudls

v ¥ e S A S UL

LAW LIMITATION ‘PERIOD LAW DECISION : VALUE
{Cite Law, Statute, or other reason for the retention requirement)

FHWA PPM 30-9-- project related cost accounting records must be retained 4 years

after the fiscal or calendar year in which the file was created.

“a. [ JSTATE b. | ]ISTATUIE OF «. [ JAUDIT d. [ X] FEDERAL e. [ ] ADMINISTRATIVE f. [ ]HISTORICAL

25. AGENCY RECOMMENDATIONS: This agency recommends that the file series be cut off at the end of each

-[ 1 CALENDAR YEAR [ 1FISCAL YEAR -[ ] Other

] Hold in the current fites area month(c), . ... year(s): . _

[ ] Transferto [ ] State’ Records Cenler { ] Local“b?dmg Area; hold ~“ oyeaRs): O oo o
[ ] Destroy. s 7 ) oo SRS ET e e
[ 1 Transfer to State £ Archwes for permanent retention, .- - . . : T T

[ 1 Destroy immediately after cut off. S I T
[X] Other:“(Specify)’ “=05 oF o Imiomoos o Lo P i T T

SEE ATTACHED PAGE

{Indicate briefly rationate for recommendations above/or write additional remarks):

then:

QUE;;O;NAIRE Place nn‘ in the prapcr column. If an.-;wer |Q_“YF3." pirase explain . - . ‘ fy'E‘S‘"‘_'.- |~lc):i5h

13. Is this the Record Copy of the seri-es? . : o - xx |1
- _ Ca
14. 15 there a duprlic_ation of this series in another office or akency? - . - ) ' _ PR ¢ ¢ B U |
15. Is the information contained ml this series nver summarized or publiishef;? Attach copy of slnmary or publication. BMX] 11
16.- Does the seriés dmtain classitied information réquirim;. ;f,et:urity handiing? - o _ | . (1] XxXH]
17. Does the series mrtlale amfind (;)I'. lerr:r;n.l‘_;a"té_é_éency policies and procedures? k ;L : » -—Mﬁ‘ ) _; u";?i[ —} XX
LooUozoras . o Izl Toln es
18. Could the funttuon be peMormed if lhe files were lost or destroyed? R - A X)
19. Is the series {or major portion of it} regu’arly . mc:ohlmed’ If yes, why‘f IR R { 1] .':[X ) _
20. Does the record series provide data as input to an EDP file? =~ = _ SR @
21. Does the recerd seriey contaln documentsllun ploduced as;EDP prmlout’. | B ﬂ_[X] N [ '_]
S M T .. CRLES sFIT op —= Iy

22. Has the Federal Government issued instructions govemning retention/disposition of these files? [x] 1
23.. Wil !h;;e; be aunm ;i fu: tl.e o :eruufi. 4 C_i 7_ érrs from- now’ If yes W\Vn\hai" AUTLA—:_ A:::,"-n::‘ l\ﬁ [Ai]ﬂ X}

= e . - s e e : — - - - m——
: Attach Samples of the Series o * Records Management ocnm-Zf% e M»V{/%’

in Ptragraiﬁi\ R P prmved [ ]Dlsappmved

[ ] Disappfoved

2. Recomimandations prroved [ ]Disap-proved W" s 22 _ B G

25 are: "fmﬁ'ﬁg ; .

Lemmillee

-

.EL‘ WWVWJ“F‘W,

i
i




25.

Bulk Petroleum Cost Accoun+fng File

Agency Recommendations:

Office of General Support Services Filet Upon completion of ediTinQ,

balancing and posting to ledger, transfer each monthly accumulation

to iocal holding area; cut off monthiy accumulations each June 30 and
December 31; then transfer to State Records Center; hold 4 years after
fiscal year in which created; then destroy. NOTE: These files may not
be destroyed until! all audit questions are resolved.

District Offices Copy: Cut off file at end of each fiscal year; hold

in current files area | year; then destroy.




25.

Bulk Petroleum Cost Accounting File . }

Agency Recommendations: i

General Office: cut off file monthly upon balancing of edit and posting
to ledger; transfer to local holding area; accumulate 6 months;
hold 6 months; transfer to Records Center (July and January); hold
i years after fiscal year in which created; then destroy.

District Offices: cut off file at end of fiscal year; hold in current
files area 1 year; then destroy.

Note: The Department must request final clearance from the FHWA division
engineer prior to the destruction of these records. Such clearance

will be contingent upon the completion of audit and the clearance
of all questions raisged.




oo Raunded 79-10H

STATE ' Application for OFFiCE OF SECRETARYSTF STATE
OF DEPARTMERT OF ARCHEIVES & HiSTORY
1. Appiication Diste INETRUCTIONS: See mepardie tnsiructlors dor ﬂ'ﬂ_":-"‘ af-ﬁfgﬂ P‘WTOT‘IF! m_"louiﬂi_'l' -DWIE'\;N US‘: : :.
!-‘ .?_ nt .1 % front and reverse of this fovm. Slgn origi=st A two copic: Date Reeslizd Appisatiis Ne. ¥ Date Comple:t;i
2. Agency AppMostion awd forwitd to Depsrtment of Archlves aad th.rsr'-y. Atfantton: R T ! JAN 1 1ap
. Records Managemenl Officer. 2 .EAN -8 1974 qq- l‘ s 4 o
: o N 1t LT T T T =
3. AGENCY. Divison. Sebdivision & Administering Odfice Address T Coa 4, Persos te Contact ) e .
Departwent of Transportation ' Annette Mitchell ' o
Division of Administration Cod ~
Office of General Support Services ‘ _— e e e .
_ L 5. Wocking Title . Tel. No.
Atlanta . - | "Accounting Asst. 656-5256 =
P—-.-,.—:—mm. 137 T —_ —— Rt bt =R it
7. ACTION REQUESTED TO AMEND APPLICATION NO, 137 | .
ESTABLISH DISPOSITION STANDARD; DISPOSE OF PRESENT ACCUMULATIONS;
RECORD WILL CONTINUE TO ACCUMULATE. ] NC FURTHER ACCUMULAT!ON ANTICIPATED.
e o T e — T e b
8. Earfiest & Latest Dates of Series 9. Exact Series Title
1971 -- To Date S Bulk Petroleum Cost Accounting File
10. What is the function of the office in which this record series is créated ' - B RN
The Division of Administration prow)ideé staff support to the Department in the areas gf 7
general accounting, audits and fiscal procedures, perscmnel and training, contracts
procurerent and administration, equipment control, pur chasing, iaventory and warehouse
control, géneral files, records management, Department budget and air travel service.
111 This file contains the following documents (include form numbers and tities, if any, and file ammangetenty: - -~ -
Documents relating to the distribution of péﬁfoléum from the Department's bulk
petroleum stations.
Included are bulk petroleum invoices and bulk petroleum issue summary report.
File is arranged chronologically by month and thereunder by bulk petroleum station =
nuEber. _ : -
ATTACH SAMPLES OF THE FILE
12 BaPMENT {uccvm:_:ﬁ T No of Drewtre | <o Ft. of Receriy ' L | e _of Drawers Cu. . ot na%:..
N i = [ - o IS N R}
.t . , . ) ANWTIAL RATT OF ADCUMULATION )
l‘*:du Pile Drawers 10 [ 15 3 . S . 48 o 73 ft__zu
ST ' E T '”’W__ff—"g;"'""“'_*"'_ TR 1m offiecin ln Skeage Amate
_Légsisise Flle Drswers : R ae ) Fioor Spr=~ Ooer= (Barzran Feeld 12’_-—_*' ''''' _45‘0—“—7
—t . B SN e S PRI Hfad ST e
5 e I i - =, e
“Record Center Boxes | - . -~ | . 140 .| T ?.j' O ""' S
e TUUITTTNUD T AvERssT pany rerERces - )
2 ‘-‘_ b3 7 j - N s | - e .




QUESTIONNAIRE Place an “x” in {he propcr column |f- mw_vcr is “YER." pl-'a-sc -etphlll
11 Is this the Record Copy of the series? - ' kx1 11
14 Is there a dupication of this series in another office or agency? - . PO i o:¢ B O |

15 Is the infosmation contained in this series ever summarized or p'ubfished? Attach copy of s».nnia_ry or publication. KX]- 1| 1

16& Does the series contain classified information r(:quiuns; !{ecurity handting? _ - [} xx:d
7. Does the series imitiate, amend or ierminale agency policies and procedures” o _ " [ 1 1xd
I8. Could the function be performed it the files were lost or destroyed? - o -'[ ] x|
I8 Is the sedies tog maior portion of it) regu iy CGoifilmed? If yes why? . ’ L3 (x)
2. Does e record series provide data as input to an EDP file? - ' | (x (1
21. Does the recerd series contain documentation produced as EDP printout? \ - [x1 11
Z2. Mas the Federal Gouemmént issuved insfructions governing retention/disposition of these files? _ S (1 -1 ]
23 Wi there be a mecd for these secords WL 15 years from now? If yes, what? - [1 [x1}
20 REQUIREMENTS. The foftowing regoives the files fo be kept 4 . . .years:

af JSIATE b.j JSTATUNEOF c [ JAUDIT d [X]FEDERAL e. [ ] ADMINISTRATIVE l [ 1 HISTORICAL
LAY LIMITATION - PERIOD LAW DECISION VALUE
(Cite Law, Stalute, or other reason for the retention requirement)
FHWA PPM 30-9-- project related cost accounting records must be retained 4 years after the
fiscal or calendar year in which the file was created. :

25 AGENCY RECOMMENDATIONS: This agency recommends that the file series be cut off at the end qf each

- JCALENDAR YEAR [ ] FISCAL VEAR -{ ] Other then:
) lﬁdiﬂ the cwrren? files arca month<) yearls): .

[ 1 Transfer ta [ ] State Records Center [ ] Local Hoidmg Area; hold . . . year(s):

[ I Destroy. '

[ 1 Transfer ta State Aschives for permanent retention,
[ 7 Destroy irmediately after cut-off.
M Other: [Sgecify)

SEE ATTACHED PAGE

{inicate briefly ationate for recommendations above/or write addiiiénal remarks):

Mt Sapies of the Series Records u....-.n;'e

b h %

. 28 Mecommendations [ IMeproved [ ] Disapproved — N Ll
i i - : mpmmeuu Audita/Dest
e e L L ] IR '{\\\ A=

B we m L/{% [ 1 Disapproved W /M ‘- TN V25
| committec § [ LA Approved [ } Disapproved % |7

I!"...u.- e




Bulk Petroleum Cost Accounting File

25. Agency Recommendations:

kGeneral Office: cut off file upon balancing of edit and posting to ledger;
transfer file te local holding area; held ¢ months; transfer to

Record Center; hold 4 years after fiscal year in which created;
then destroy,

District QOffices:

cut off file at end of fiscal year; hold im current
files area 1 year; then destroy.

& Note: The Department must request final clearance from the FEWA division
engineer prior to the destruction of these records. Such clearance

will be contingent upon the c¢ompletion of audit and the clearance
of all questions raised.

-t




